§1228.44

accompanied by a written justification
for the different retention period.

(d) Provisions of the General Records
Schedules may be applied to records in
the custody of the National Archives at
NARA’s discretion subject to the provi-
sions of §1228.282.

[66 FR 27430, July 2, 1990, as amended at 67
FR 31962, May 13, 2002; 67 FR 47701, July 22,
2002]

§1228.44 Current schedules.

The following General Records
Schedules governing the disposition of
records common to several or all agen-
cies were developed by the National Ar-
chives and Records Administration
after consultation with other appro-
priate agencies. They have been ap-
proved by the Archivist of the United
States.

SCHEDULE NUMBER AND TYPE OF RECORDS
GOVERNED

1. Civilian Personnel Records.

2. Payrolling and Pay Administration
Records.

3. Procurement, Supply and Grant Records.

4. Property Disposal Records.

5. Budget Preparation, Presentation, and
Apportionment Records.

6. Accountable Officers’ Accounts Records.

7. Expenditure Accounting Records.

8. Stores, Plant, and Cost Accounting
Records.

9. Travel and Transportation Records.

10. Motor Vehicle Maintenance and Oper-
ation Records.

11. Space and Maintenance Records.

12. Communications Records.

13. Printing, Binding, Duplication, and Dis-
tribution Records.

14. Information Services Records.

15. Housing Records.

16. Administrative Management Records.

17. Cartographic, Aerial Photographic, Ar-
chitectural, and Engineering Records.

18. Security and Protective Services
Records.

19. RESERVED.

20. Electronic Records.

21. Audiovisual Records.

22. Inspector General
DRAWN).

23. Records Common to Most Offices With-
in Agencies.

[656 FR 27430, July 2, 1990, as amended at 66
FR 27027, May 16, 2001]

Records (WITH-

§1228.46 Availability.

The GRS and instructions for their
use are available from NARA (NWM).
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The Archivist of the United States dis-
tributes new schedules and schedule re-
visions under sequentially numbered
GRS transmittals.

[66 FR 27430, July 2, 1990, as amended at 63
FR 35829, July 1, 1998]

Subpart D—Implementing
Schedules

SOURCE: 55 FR 27431, July 2, 1990, unless
otherwise noted.

§1228.50 Application of schedules.

The application of approved sched-
ules is mandatory (44 U.S.C. 3303a). The
Archivist of the United States will de-
termine whether or not records may be
destroyed or transferred to the Na-
tional Archives. If the Archivist ap-
proves the request for disposition au-
thority, NARA will notify the agency
by returning one copy of the completed
SF 115. This shall constitute manda-
tory authority for the final disposition
of the records (for withdrawal of dis-
posal authority or the extension of re-
tention periods, see §§1228.52 and
1228.54). The authorized destruction
shall be accomplished as prescribed in
§1228.58. The head of each Federal
agency shall direct the application of
records schedules to ensure the agency
maintains recorded information nec-
essary to conduct Government busi-
ness, avoid waste, and preserve perma-
nent records for transfer to the Na-
tional Archives. The agency head shall
take the following steps to ensure
proper dissemination and application
of approved schedules:

(a) Issue an agency directive incor-
porating the disposition authorities ap-
proved by NARA, i.e., SF 115s (except
for one-time authorities covering non-
recurring records) and the General
Records Schedules. Also include non-
record materials with disposition in-
structions developed by the agency.
Once all records and nonrecord mate-
rials are included, this document is the
agency’s comprehensive schedule.
Agencies may also issue other direc-
tives containing instructions relating
to agency records disposition proce-
dures.

(1) Published schedules contain dis-
position authorities granted by NARA
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for records that the agency continues
to create. They include general in-
structions for transfer of records to a
records storage facility, transfer of
records to the National Archives of the
United States, and other retention and
disposition procedures. They do not in-
clude nonrecurring records for which
NARA has granted authority for imme-
diate disposal or transfer to the Na-
tional Archives of the United States.

(2) Comprehensive schedules are for-
mally published manuals or directives
that provide for the disposition of all
recurring records and nonrecord mate-
rials created by an agency. These
schedules must cite the GRS or SF 115
and item numbers that provide the
legal disposition authority for items
covering record material.

(3) Prior to issuance, agencies may
consult with NARA concerning direc-
tives or other issuances containing ap-
proved schedules, instructions for use
of NARA records centers, transfer of
records to the National Archives of the
United States, or other matters cov-
ered by NARA procedures or regula-
tions.

(4) Agencies must submit to the Na-
tional Archives and Records Adminis-
tration (NWML) copies of published
records schedules and all directives and
other issuances relating to records dis-
position, within 30 days of implementa-
tion or internal dissemination, as spec-
ified below. If an agency both prints
copies for distribution and posts an
electronic copy, it should follow the in-
structions in paragraph (a)(4)(ii) of this
section.

(i) Agencies that print these mate-
rials for internal distribution must for-
ward to NARA (NWML), 8601 Adelphi
Rd., College Park, MD 20740-6001, three
copies of each final directive or other
issuance relating to records disposition
and 20 copies of all published records
schedules (printed agency manuals)
and changes to all manuals as they are
issued.

(ii) Agencies that make these mate-
rials available via the Internet or in-
ternally on an Intranet web site or by
other electronic means must submit
one printed or electronic copy, in a for-
mat specified by NARA, to NARA
(NWML) when the directive or manual
is posted or distributed. Electronic

§1228.50

mail messages transmitting copies of
agency schedules as electronic attach-
ments may be sent to
records.mgt@nara.gov. These submis-
sions must specify the name, title,
agency, address, and telephone number
of the submitter. If the records sched-
ule is posted on a publicly available
web site, the agency must also provide
the Internet address (URL).

(b) Establish internal training pro-
grams to acquaint appropriate per-
sonnel with the requirements and pro-
cedures of the records disposition pro-
gram.

(c) Apply the approved records dis-
position schedules to the agency’s
records.

(1) Records described by items
marked ‘‘disposition not approved’ or
“withdrawn’ may not be destroyed
until a specific disposition has been ap-
proved by NARA.

(2) Disposition authorities for items
on approved SF 115s that specify an or-
ganizational component of the depart-
ment or independent agency as the cre-
ator or custodian of the records may be
applied to the same records after inter-
nal reorganization, but only if the na-
ture, content, and functional impor-
tance of the records remain the same.
Authority approved for items described
in a functional format may be applied
to any organizational component with-
in the department or independent agen-
cy that is responsible for the relevant
function.

(3) Disposition authorities approved
for one department or independent
agency may not be applied by another.
Departments or agencies that acquire
records from another department or
agency, and/or continue creating the
same series of records previously cre-
ated by another department or agency
through interagency reorganization
must submit an SF 115 to NARA for
disposition authorization for the
records within one year of the reorga-
nization.

(4) Unless otherwise specified, dis-
position authorities apply retro-
actively to all existing records as de-
scribed in the schedule, including
records acquired by transfer of func-
tion within or between agencies, as
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§1228.52

long as the nature, content, and func-
tional importance of the records series
is unchanged.

(d) Review approved schedules, and, if
necessary, update them annually. Addi-
tions and changes to the GRS shall be
incorporated or otherwise disseminated
within 6 months of issuance from
NARA.

[66 FR 27431, July 2, 1990, as amended at 63
FR 35829, July 1, 1998; 64 FR 67665, Dec. 2,
1999; 67 FR 31963, May 13, 2002]

§1228.52 Withdrawal of disposal au-
thority.

In an emergency or in the interest of
efficiency of Government operations,
NARA will withdraw disposal author-
izations in approved disposal schedules
(44 U.S.C. 2909). This withdrawal may
apply to particular items on schedules
submitted by agencies or may apply to
all existing authorizations for the dis-
posal of a specified type of record ob-
tained by any or all agencies of the
Government. If the withdrawal is appli-
cable to only one agency, that agency
will be notified of this action by letter
signed by the Archivist; if applicable to
more than one agency, notification
may be by NARA bulletin issued and
signed by the Archivist.

§1228.54 Temporary extension of re-
tention periods.

(a) Approved agency records sched-
ules and the General Records Schedules
are mandatory (44 U.S.C. 3303a).
Records series or systems eligible for
destruction must not be maintained
longer without the prior written ap-
proval of the National Archives and
Records Administration (NWML) ex-
cept when:

(1) The agency has requested a
change in the retention period for the
records series or system in accordance
with §1228.32; or

(2) Records are needed for up to one
year beyond the date they are eligible
for disposal. When such records are in a
records storage facility, the agency
must notify the facility of the need for
continued retention of the records.

(b) Upon submission of adequate jus-
tification, NARA may authorize a Fed-
eral agency to extend the retention pe-
riod of a series or system of records (44
U.S.C. 2909). These extensions of reten-
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tion periods will be granted for records
which are required to conduct Govern-
ment operations because of special cir-
cumstances which alter the normal ad-
ministrative, legal, or fiscal value of
the records.

(c) The head of a Federal agency may
request approval of a temporary exten-
sion of a retention period by sending a
letter to NARA (NWML), 8601 Adelphi
Rd., College Park, MD 20740-6001. The
request shall include:

(1) A concise description of the
records series for which the extension
is requested.

(2) A complete citation of the specific
provisions of the agency records sched-
ule or the General Records Schedule
currently governing disposition of the
records;

(3) A statement of the estimated pe-
riod of time that the records will be re-
quired; and

(4) A statement of the current and
proposed physical location of the
records.

(d) Approval of a request for exten-
sion of retention periods may apply to
records in the custody of one Federal
agency or records common to several
or all Federal agencies. If approval of a
request is applicable to records in the
custody of one agency, that agency will
be notified by letter. If approval is ap-
plicable to records common to several
agencies, notification may be made by
NARA bulletin.

(e) Agencies must ensure that af-
fected records storage facilities are no-
tified when NARA approves an exten-
sion of the retention period beyond the
period authorized in the records con-
trol schedule. Agencies must forward
to NARA (NWML) two copies of all for-
mally issued instructions which extend
the retention periods.

(f) Upon expiration of an approved ex-
tension of retention period, NARA will
notify all affected agencies to apply
normal retention requirements.

[65 FR 27431, July 2, 1990, as amended at 61
FR 19554, May 2, 1996; 61 FR 24702, May 16,
1996; 63 FR 35829, July 1, 1998; 64 FR 67665,
Dec. 2, 1999]

840



